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ORGANIZATION OF THE U. S. NATIONAL MUSEUM. 


FOUNDATION AND SCOPE. 


THE NATIONAL MUSEUM was organized in 1846 by the act of Con- 
gress transferring to the SMITHSONIAN INSTITUTION the custody of the 
“ National Cabinet of Curiosities,” at that time deposited in the Patent- 
Office Building.* These collections were, in 1857, placed in the Smith- 
sonian building, the Regents of the Institution having accepted the 
trust on condition that the necessary appropriations for their main- 
tenance should be continued by Congress. 


IL. 


The act above referred to provides that “all objects of art and of 
foreign and curious research, and all objects of natural history, plants, 
and geological and mineralogical specimens belonging or hereafter to 
belong to the United States, which may be in the city of Washington,” 
shall be delivered to the Regents of the Smithsonian Institution, and, 
together with new specimens obtained by exchange, donation, or other- 
wise, shall be so arranged and classified as best to facilitate their exami- 
nation and study. t 

The National Museum is the authorized place of deposit for all objects” 
of natural history, mineralogy, geology, archeology, ethnology, &c., 
belonging to the United States or collected by the Coast and Interior 
Survey, the Geological Survey, or by any other parties for the Govern- 
ment of the United States, when no longer needed for investigations in 
progress. 


IIT. 


The ESTABLISHMENT of the Smithsonian Institution, to which, in 
addition to the carrying out of the other requirements of the bequest of 
Smithson, is entrusted the control of the National Museum, is composed 


“Am ACT to establish the ‘‘Smithsonian Institution” for the increase and diffusion 
of useful knowledge among men. (Approved August 10, 1846; Revised Statutes, 
title 1xxiii, sections 5579-5594. ) 

t Revised Statutes, section 5586. 

+ Statutes Forty-fitth Congress, third session, chap. 182, p. 394. 
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of the President of the United States and his Cabinet, the Commis- 
sioner of Patents, and a BOARD OF REGENTS, which has for its 
members the Vice President and Chief Justice of the United States, 
three members of the Senate, three members of the House of Repre- 
sentatives, and six other persons, not members of Congress, two of whom 
are residents of the city of Washington.* 


IV. 


The management of the National Museum is entrusted to the Secre- 
tary of the Smithsonian Institution, who is, ex officio, its director. He 
is aided by a staff of assistants, who are chosen by him, and for whose 
action he is responsible to the Regents. 


Vv. 


The operations of the Museum are carried on by means of an appro- 
priation annually made by Congress “for the care and preservation of 


the collections.” 
VI. 


The collections are stored and exhibited in the building erected for 
the use of the Smithsonian Institution between 1847 and 1857, and in 
the new building, just finished, known as the ‘‘ National Museum.” 


VIL. 


The Museum is made up, in large part, of the following materials: 

1. The natural-history and anthropological collections accumulated 
since 1850 by the efforts of the officers and correspondents of the Smith- 
sonian Institution. 

2. The collections of the Wilkes Exploring Expedition, the Perry 
Expedition to Japan, and other naval expeditions. 

3. The collections of the scientific officers of the Pacific Railroad Sur- 
vey, the Mexican Boundary Survey, and of the surveys carried on by 
the Engineer Corps of the Army. 

4. The collections of the United States Geological Surveys under the 
direction of United States Geologists Hayden, King, and Powell. 

5. The colleetions of the United States Fish Commission. 

6. The gifts by foreign governments to the Museum or to the Presi- 
dent and other public officers of the United States, who are forbidden 
by law to receive them personally. 

7. The collections made by the United Siates to illustrate the animal 
and mineral resources, the fisheries, and the ethnology of the native 
races of the country, on the occasion of the International Exhibition at 
Philadelphia in 187¢*, and the fishery collections displayed by the United 
States in the International Fishery Exhibition at Berlin in 1880. 

8. The collections given by the governments of the several foreign 


* Revised Statutes, 5580 
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nations, thirty in number, which participated in the exhibition at Phil- 
adelphia. 

9. The industrial collections given by numerous manufacturing and 
commercial houses of Europe and America, at the time of the Philadel- 
phia Exhibition and subsequently. 

10. The material received, in exchange for duplicate specimens, from 
the museums of Europe, Asia, and Australasia, and from numerous 
institutions and collectors in North and South America. 


VIII. 


As necessary adjuncts to the work of the Museum, a working library, 
a chemical laboratory, a photographic establishment, a workshop for 
taxidermy, modeling, and the preparation of skeletons, and several 
smaller workshops are carried on as a part of the general work of admin- 
istration. 
IX. 


The scientific results of the labors of the officers of the Museum, 
and of investigations upon the collections belonging to it, are to be 
found for the most part in the following works: 

Bulletin of the United States National Museum ; the 

Proceedings of the United States National Museum; the 

Reports of the Smithsonian Institution; the 

Smithsonian Miscellaneous Collections ; the 

Smithsonian Contributions to Knowledge; the 

Reports of the Bureauof Ethnology of the Smithsonian Institution ; and inthe 
Reports of the United States Commissioner of Fisheries; and the 
Bulletin of the United States Fish Commission ; 

also occasionally in other scientific reports of other scientific departments 
of the government. 


FUNCTION AND AIMS OF THE MUSEUM. 

The collections in the National Museum are intended to exhibit the 
natural and industrial resources, primarily of the United States, and 


secondarily of those of the remainder of the world, for purposes of com. 


parison. 
XI. 


The activity of the Museum is exerted in three directions: 

(a) The permanent preservation of objects already in its possession. 

(6) The acquisition of new material. 

(e) The utilization of material already in its possession, by its exhibi- 
tion in the most instructive manner, and by the prosecution of and pub- 
lication of scientific researches for which it forms the basis; by the dis- 
tribution of properly-labeled duplicates of materials to colleges and other 
educational institutions. 
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The preservation of material is accomplished by means of the vigi- 
lance of the curators and the skill of the preparators. 


XII. 


New material is acquired (a) in accordance with law, from the various 
government surveys and expeditions; (b) by gift from individuals, from 
other institutions, and from foreign governments; (c) by exchange for 
its duplicate specimens or publications; (d) by the efforts of officers of 
the Museum, who make collections in connection with their regular 
duties, or are detailed for special service of this nature; (e) by pur- 
chase, when appropriations are made by Congress for that purpose. 


XII. 


The treasures in the custody of the Museum are utilized to the world 
by exhibiting them to the public, and by encouraging investigations on 
the part of the officers of the Museum and other suitable persons, and 
facilitating the publication of the results; also by the distribution to 
other museums and educational institutions of duplicate specimens, 
which have formed the basis of scientific investigation, these being 
identified and labeled by the best authorities. 


XIV. 


The Museum by these means fulfills a threefold function: 

1. It is a Museum of Record, in which are preserved the material 
foundations of an enormous amount of scientific knowledge—the types 
of numerous past investigations. This is especially the case with those 
materials which have served as a foundation for the reports upon the 
resources of the United States. Types of investigations made outside 
of the Museum are also incorporated. 

2. It is a Museum of Research, by reason of the policy which aims to 
make its contents serve as fully as possible as a stimulus to and a foun- 
dation for the studies of scientific investigators. Research is necessary 
in order to identify and group the objects in the most philosophical and 
instructive relations. Its officers are selected for their ability as inves- 
tigators, as well as for their trustworthiness and abilities as custodians, 
and its treasures are open to the use of any honest student. 

3. It is an Educational Museum of the broadest type, by reason of its 
policy of illustrating by specimens every kind of natural object and 
every manifestation of human thought and activity, by displaying de- 
scriptive labels adapted to the popular mind, and by its policy of dis- 
tributing its publications and its named series of duplicates. 
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CLASSIFICATION OF THE DEPARTMENTS. 
XV. 


The following classification of the collections has been provisionally 


adopted :* 
Division of Anthropology. 
Department I.—Art and Industry. 
Department 11.—Races of men. 
Department III.—Antiquities. 
Division of Zoology. 
Department [IV.—Mammals. 
Department V.—Birds. 
Department VI.—Reptiles and Batrachians. 
Department VII.—Fishes. 
Department VIII.—Mollusks. 
Department [X.—Insects. 
Department X.—Crustaceans. 
Department XI.—Worms. 
Department XII.—Radiates and Protozoans. 
Department XIII.—Invertebrate Fossils. 
Division of Botany. 
Department XIV.—Recent Plants. 
Department X V.—Fossil Plants. 
Division of Geology. 
Department X VI.—Physical Geology. 
Department X VII.—Minerals and Rocks. 
Department X VIII.—Metallurgy and Economic Geology. 
Division of Exploration and Experiment. 
Department X1X.—Exploration and Field work. 
Department X X.—Chemistry. 
Department X XI.—Experimental Physiology. 
Department X XII.—Vivaria. 
To these divisions is added a sixth, the 
Division of Administration. 
Department A.—Direction. 


(Supervision of routine work ; Installation and labeling; Apart- 
ments and keys; Cases and furniture ; Supplies; Offers, bids, 
and contracts ; Certification of accounts; Requisitions and 


complaints; Assignments of work—leaves of absence; Gen- 
eral correspondence and circulars ; Supervision cf other de- 
partments in division of administration ; Reports.) 


* This classification is founded solely upon peer eee of present ecnvenience in 
Museum administration, 
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Department B.—Registry and Storage. 

(Registry; Reception and assignment ; Packing and unpacking ; 
Shipment; Storage; Catalogues, blanks, and labels; Ac. 
knowledgments ; Transportation.) 

Department C.—Archives. 
(Records and Registers; Files.) 
Department D.—Library. 
Department E.—Publication. 
Department F.-——Duplicates and Exchanges. 

(Preparation of duplicates for distribution; Distribution of du- 

plicates; Applications and proposals for exchanges.) 
Department G.—Property and Supplies. 
(Purchase; Registry; Storage; Requisitions and issue; Sam- 
ples and price-lists. 
Department H.—Accounts. 
(Estimates ; Contracts and orders; Audit; Disbursement.) 
Department I.—Buildiugs and Labor. 

(Police and inspection; Mechanics and labor; Heating and 
lighting; Construction and repairs; Cleaning; Public com- 
fort.) 

Department K.—Electric Service. 

(Telephone service; Time service; Burglar alarm service; 

Watch-clock service.) 
Department L.—Preparation. 

(Taxidermy; Modeling; Skeleton preparation; Mounting and 
attaching labels; Lapidaries’ work; Stone-cutting work; 
Draughting; Photographing; Painting; Poisoning and 
applying preservators.) 


CLASSIFICATION OF OFFICERS AND EMPLOYEES. 


The officers and employees of the Museum are graded and designated 
as follows: 


Monthly 
salary. 


Preparator (6th class) .. 
Mechanic (9th class) ... 
Assistant (Ist class)... 

Clerk (6th class) ....... 
Mechanic (7th class) . 
Aid (6th class) ....... 


Preparator (3d class) . .. 
Aid (5th class) 
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Classification of officers and employés—Continued. 


Lc. Grode. | Title. 


| Mechanic (6th 


Mechanie (5th class) .:..........-- J 
Preparator (1st class) - 
| Clerk (3d class) 
lu- | Mechanic (5th class) ees 
XI. | Aid (2d class) ...... 
1 Chorkk (lat clage). . 
| Mechamic (28 Claas) ccc 
Watchman (2d clas). .... 
Mechanic (lst claas). ee 
nd vi. | Caps (ad 
* opyist (3d class) 
lass) 
Messenger (4th class) 
| Messe: pager (Bd Class) 
nd XX. | Messenger (lat ee 


aa The grading of special officers of the Museum not mentioned by title 
in the foregoing lists is for the present adjusted as follows: 


IV. Modeler (7th class preparator). 
V. Chemist (2d class assistant). 
ted Registrar (2d class assistant). 
Artist (6th class preparator). 
Superintendent of Buildings (2d class assistant). 
bly Engineer (9th class mechanic). 
ry +d VIII. Electrician (6th class mechanic). 
X. Taxidermist (1st class preparator). 


DUTIES OF OFFICERS. 
XVIL. 


Assistant Director.—The Assistant Director will have entire charge of 
everything connected with the general administration of the establish- 
ment. All requisitions for materials and supplies will be made upon 
him and furnished only on his approval, or in his absence upon that of 
the Chief Clerk of the Smithsonian Institution. 

All details connected with the general administration and the routine 
of the Museum, the assignment of space, the construction of cases, and 
the recording, labeling, and installation of specimens will be in charge 
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of the Assistant Director. He will also employ, or assign, laborers and 
assistants so as best to facilitate the operations of the Museum, and 
will co-operate with,the Chief Clerk of the Smithsonian Institution in 
all matters in which the general interests of the establishment are 
concerned. 


XVIII. 


Curators.—The Curators and Acting Curators will be held responsible 
for the preservation and proper use of all objects belonging +o the de- 
partments under their charge. They will direct the labors of such 
assistants as may be assigned to them. They will receive and make 
entry of specimens sent them by the registrar and make the necessary 
reports on the accession cards upon their names and nature for use in 
the preparation of the “list of accessions.” ‘They will keep the collec- 
tions under their charge conveniently and accessibly arranged either in 
the exhibition halls or in tie laboratories belonging to their respective 
departments and will aid investigators in gaining access to specimens 
which they may desire to consult. They will conduct such correspond- 
ence as may be assigned to them, in accordance with the regulations 
laid down in the section of this document relating to correspondence. 
XIX. 

Reports of Curators. —Curators and Acting Curators will make monthly 
reports to the Director of the Museum of the work done in their respect- 
ive departments, designating its general character, the number of-spec- 
imens entered or catalogued, and such details as may be necessary to 
furnish a current history of the operations of the Museum. 


XX. 


Assistants —Assistant Curators, Assistants, and Aids (above grade 
X) may be assigned to duty as “acting curators” of departments, in 
which case they are subject to curators’ rules. Otherwise they will be 
detailed to special duty as assistants to curators or to service in the 
Division of Administration. 

} XXI. 
Clerks, Copyists, and Messengers.—Clerks, Copyists, and Messengers 
will be detailed to work under the direction of the chief of some de- 
partment. 
XXII. 
Artists and Preparators.—Artists and Preparators, when not other- 
wise assigned, will report for instructions to the Assistant Director. 


XXIII. 


Mechanics, Laborers, Attendants, and Cleaners.—Mechanics, and Labor- 
ers, Attendants, Cleaners, &c., when not otherwise assigned, will report 
for instructions to the Superintendent of Buildings. 

The duties of special officers will be explained in the regulations of - 
the special departments. 
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BUILDINGS AND APARTMENTS. 
XXIV. 


The buildings occupied by the National Museum are: 
The Smithsonian Institution [in part]. 
The National Museum. 
The Armory. 
The Annex [including stable]. 


XXYV. 


Designation of Rooms.—The general system by which rooms and 
doors are designated need not be explained here. A definite nomen- 
clature for the different apartments or suites of apartments used in the 
work of the Museum is necessary and such a one is here presented, 
together with a code of symbols to be used in their designation. These 
symbols are intended for use in making assignments, in marking dis- 
position of property upon the “ Property Record,” and in marking 
keys of cases, desks, &c. 

The various apartments and suites of apartments in the buildings may 
be classified as follows: 

Exhibition Halls [Symbol, X] are rooms in which objects are publicly 
displayed. 

Laboratories [Symbol, L] are suites of rooms under the charge of a 
curator or acting curator, including his study and those of his aids, 
and the store-rooms and work-rooms used in counection with the labora- 
tory, even though not adjacent. 

Depositories [Symbol, D] are storage, file, or supply rooms in which 
packages or supplics are stored. 

Offices [Symbol, O} are the places of business of executive officers. 

Work Rooms {[Symbol, W] are rooms or suites occupied by preparators 
or mechanics. 

Public Comfort Rooms [Symbol, P| are retiring-rooms, waiting-rooms. 
restanrants, &c. 

The Exhibition Halls are designated as follows: 

MUSEUM BUILDING. 


Main Halls.—These are the four arms of the cross, extending from the 
Rotunda to the four main entrances: 


Courts.—These are the four aquare halls included between the Main 
Halls in the angles joining the Rotunda: 
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Ranges.—These are the outer halls, eight in number. Those on the 
north side are the North Ranges—“ East North” and “West North.” 
Those on the east side the East Ranges—“ North East” and “South East.” 
Those upon the south side are the South Ranges—“ East South” and 
“West South.” Those on the west side are the West Ranges-—“ South 
West” and “ North West”: 


East North Range.......-.....-... XI 
South East Range . ......... XL 
East South Range......... ence XM 
West South Range................ ec XN 
South West Range...... xo : 
North West XP 7 


The Rotunda is under the Central Dome: 
The Pavilions and Towers, though not exhibition rooms, may, if neces- 
sary, be designated by symbols corresponding to those of the main halls, 


by transposing the letters of the symbol of the apartment into which 
their doors open, é. g.: 


NE. Pavilion...... IX 


The rooms and doors in the Smithsonian Building are already classi- 
fied by a very perfect system, elsewhere published. 
The Exhibition Halls are designated as follows: 


South Vestibule. ..[G and F, Ist story] ............-.- xs 
Main Hall ........ [E, Ist story] 
Upper Main Hall. .[{E, 2d story]........ MU 
West Range ......[O, lst story] ......... XV 
West Hall ........ [P, Ist story] XW 
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West 
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r, east of main entrance. 

h central towers A and C, 

C. North central tower, west of main entrance. 

D. Hall between north central towers and main building. 
E. Main central buildin 
F, Space between main 
G. South central tower. 
H. Small tower attached to west side of main south central tower. 


A. North central towe 
B. Space between nort 


SMITHSONIAN BUILDING. 


Tuilding and south central towers. 
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In this building, to conform to an early system, each part of the build- 


ing, from cellar to roof, is designated by a pair of letters, and the sepa- 
rate apartments are designated by three letters. The general assign- 


ment of symbols is as follows 
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Tower at at northeast corner of main building. 
‘Tower at southeast corner of main building. 

. East connecting range and corridor. 

. East wing. 

- Tower at northwest corner of main building. 

. Tower at southwest corner of main building. 

. West connecting range and corridor, 

West wing. 

. West tower. 
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XXVI. 
ASSIGNMENT OF APARTMENTS. 
LABORATORIES. 

Art and Industry Laboratory . . .[QX, 3d floor] ........... LA 
Archeological Laboratory .-- -- .. [A, B, C, 3d floor]........ LB 
Materia Medica Laboratory. .. . . [DX (North), 1st floor] ....LC 
Bird Laboratory. [G, 5th and 6th floors]....LE 
Reptile Laboratory ............ [O (SE.), basement] ...... LF 
Fish Laboratories ..........-.-[P, basement] ......-...... LG 

[O (NE.), Ist & 2d stories). 
Invertebrate Laboratories . .. . . .{O(SW.), basement] ...... LH 

[O, (NW.), 1st story]...... LI 
Mollusk Laboratory ...... ....- [A, B, C, 4th floor]....... LK 
Insect Laboratory .........-... [MX (NE.), 2d floor]...... LL 
Annelid Laboratory ........-..- [AX (E), 3d floor]........ LM 
Paleontological Laboratory. . . . . [CX (W.), 1st floor] ...... LN 
Fossil Plant Laboratory~ ..... [CX (E.), 1st floor] ....... LO 
Mineral Laboratory ...........- (DX (8.), [VX] LP 
Chemical Laboratory .... ......[NX, 2d floor] .......... -LQ 
Photographie Laboratory ..-....[MX, 2d and 3d floors]. ...LR 
Registry Rooms ...........--- (I, J, K, L, basement] ....LS 

DEPOSITORIES. 
0000000050000 [QX, annex, Ist floor]....DA 
Archive Room first floor]...... DB 
rr [QX, 2d floor] .... ....... DC 
Curator’s Supply Deposit ...... [QX, annex, 2d floor].....DE 
Bottle Deposit, No. 1...... ..-[P, apse, basement] ...... DF 
Bottle Deposit, No. 2 .....- ..- [QX, basement] ........- DG 
Alcohol Depository .........--- [(Q, basement]. .......... DH 
Superintendent’s Depository . ...{[IX, basement]...........DI 
Duplicate Depository .........- |K (SW.), basement]..... DK 
Modeler’s Depository ........ [O (S.), basement}........ DL 
Temporary Storage............ [L (SE.), basement]... ... DM 
General [O (N.), basement]. -...... DN 
Private (NE.), basement] ..... DO 
OFFICES. 

Director’s Office and Office of Secretary S. I ...........-. oO 
Office of Registrar Oc. 
Office of Accountant........ OD 
Oflice of Superintendent of Buildings .....-............- OE 
Office of Assistant Superintendent of Buildings .......... OF 


2NM 
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WORK-ROOMS. 


WF 


Engineer’s Room and Fire-room, No. 2 (Museum)... ....-. 


Stone-cutter’s Room ............ - . WN 


PUBLIC COMFORT ROOMS. 


DIVISION OF ADMINISTRATION. 
DEPARTMENT OF DIRECTION. 
XXVII. 


Installation.—The assignment of floor space and exhibition eases in 
the public halls, the arrangement of the cases, their interior fittings, 
the styles of labels and the manner of their attachment, the stands and 
the manner of mounting the specimens, will be under charge of the 
Assistant Director, who will confer upon these points with the Curators. 


XXVIII. 


Furniture—The construction and purchase of cases and furniture and 
the assignment of the same to offices and laboratories will be under the 


charge of the same officer. 


XXIX. 


Apartments.—A pplications for the use of apartments should be made 
in writing to the Assistant Director, who will submit them to the Di- 


rector for approval. 


| 
WG 
5 a Engineer’s Room and Fire-room, No. 1 (Smithsonian). ....WH | 
] 
il 
Public Comfort Room. 
Castes’ 
Ladies’ Recey PB 
Men’s Lavatory, Muse) PD fe 
Ladies’ Lavatory, Smithsonian fre 
Ante-room, Smithsonian ... ...... PF tu 
} 
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XXX. 


Use of keys.—Keys will be issued only upon requisition, and must be 
receipted for. Holders of keys will be held responsible for their safe- 
keeping; they must not lend them or allow them to pass out of their 
own hands. No one will be allowed to obtain duplicates except by requi- 
sition. The loss of keys should be promptly reported. Keys not in use 
are to be returned to the office from which they were obtained. The loss 
of keys should be at once report to the Superintendent of Buildings. 


XXXII. 


Issue of keys.—Keys to doors in the Smithsonian Building not assigned 
to the Museum are controlled by the Chief Clerk of the Smithsonian 
Institution. 

Keys to doors in National Museum and other buildings will be kept 
by the Superintendent, who will issue them only upon requisitions 
indorsed by Director or Assistant Director. 

Keys to exhibition cases will be kept in office of Assistant Director. 

XXXIL 

Apartments in Smithsonian Building.—Apartments in the Smithsonian 
Building which may be desired for the use of the Museum may be trans- 
ferred to the control of the management of the Museum by requisition 
from said management upon the Chief Clerk of the Smithsonian Insti- 
tution. 

XXXII. 

Catalogues.—The following MS. Records are kept: 


Name. 
Announcemert Record 


Card Catalogue of Accessions 

Distribution Records 

Transportation Record.........- ee 

Storage Record .......... 8. 
Property Record ......... ee 

Order Book 


Visitors’ Register 
Electrotypes and Engravings.....-. Eng. 
Ethnological Catalogue. .....................- C.I-IIL. 
[Volumes assigned to separate departments. ] 
Mammal Catalogue 
Bird Catalogue 
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Fish Catalogue .............. 


i.e., the number of a given department affixed to 
the letter C. giving its symbol. Thus the 
Library Catalogue would be................- C.D.- 


XXXIV. 


Labeling exhibition series.—Each object displayed in the exhibition 
series is to be provided with a printed label, giving (a) catalogue number, 
(b) names, (c) locality, (d) source of obtaining, and (e) such explanatory 
remarks as may be practicable for the purpose of enabling visitors to 
understand its significance. 

The copy for these labels, with designation of size, according to 
schedule provided, should be delivered to the Assistant Director, who 


will attend to the printing. 
XXXV. 


Sizes of labels.—The size of labels to be designated by the size of the 
space inclosed within the rectangular rule which surrounds the legend 
upon each label. : 

The margin outside of this rule to vary as may be necessary, in accord- 
ance with the size of the card. 

The size of the label to be designated by two letters; the first indi- 
eating height, the second length. 

The unit of measurement to be one inch. 

The larger cards to be multiples of the unit. 

The letters shall stand for the numbers in order as follows: A = 1; B 
= 23 C= 3, &e. 

A card 2 inches square would be BB; 3x6 inches, CF; a card 6x3, 
FC, &e., &e. 

Labels to be printed on thick card-board, unglazed, of some soft neu- 


tral tint. 


Plans for installation and arrangement.—The collections in the National 
Museum are now being assorted and rearranged, for the purpose of plac- 
ing on exhibition a selected series of objects which shall be of interest to 
visitors, and of making the remainder serviceable for purposes of scien- 
tific and technological investigation. A large portion of the most interest- 
ing material has never yet been exhibited on account of lack of space. 

The following general principles have been adopted in this work: 

1. No object will be placed on exhibition which is not of evident edu- 
cational value, and likely to interest and instruct a considerable percent- 
age of the persons visiting the Museum. 


| 
t 
t 
! b 
m 
ai 
of 
us 
sti 
th: 
tio 
sti 
m: 
wi 


ORGANIZATION OF THE U. 8. NATIONAL MUSEUM 21 


2. The exhibition of duplicate material is to be avoided. 

3. Each object will be placed in a case of the form best suited for its 
effective display, and the light, color of the background, &c., will be so 
adjusted as to show it to best possible advantage, and with the least 
possible fatigue tothe eves of the visitor. 

4, Each object, or group of objects, will be accompanied by a large, 
plainly printed label, which will give a concise description of what is 
shown, an account of its origin and uses, a synopsis of its history, and 
the name of the person or organization contributing it to the Museum. 

5. The objects will be grouped together in systematic order, and each 
case will be provided with a general descriptive label. In the case of 
collective exhibits, the general label may also give the name of the con- 
tributor. 

6. The specimens will be illustrated and supplemented by pictures, 
diagrams, books, and maps, in such manner that the Museum will form 
an encyclopedia, the illustrations for which are in the exhibition cases, 
the text in the labels. 

7. Guide-book manuals of the different departments will be published, 
which will embody in concise and systematic form the information given 
by the specimen labels, together with such illustrative material as may 
seem necessary to present in addition. 

XXXVII. 

Use of material for investigation.—Persons not officers of the Museum 
may obtain access to the collections for purposes of study by filing 
au application, which must be indorsed by the Director. Such investi- 
gations must be conducted in the Museum buildings, and the Curator 
of each department is required to see that the materials are properly 
used, without loss to the Museum. 


XXXVI. 


Loans of material_—No collections will be sent out of the city for 
study, except to oflicers of other museums, and then only by special ar- 
rangement. 

XXXIX, 

Announcement of proposed investigations.—It is strongly reeommended 
that officers of the Museum contemplating the prosecution of investiga- 
tions upon special groups in the departments under their charge file 
statements of their intention, in order to secure priority in the use of 
material. 

XL. 

Property receipts.—The following form of “receipt” from naturalists 

who may borrow its material, has been adopted by the Institution: 
[Locality , date 
“Received from the Smithsonian Institution a collection of 
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corresponding to the accompanying list. I hereby accept them in trust 
upon the following conditions: First. That they are to be used for pur- 
poses of investigation, and returned in as good condition as they were 
received, and as soon as my work upon them is completed. Second. 
That no unique specimens constituting part of the reserve series of the 
National Museum shall be mutilated. Third. That duplicates when 
.Decessary may be dissected, understanding by ‘duplicaic’ a specimen 
which is not necessary to illustrate variations of form or range of geo- 
graphical distribution. Fourth. That the specimens when returned 
shall be labeled with the names which I have employed in my publica- 
tions upon them. Fifth. That credit shall be given to the Smithsonian 
Iustitution in all publicatious based upon material furnished by it.” 
[Signature of borrower.] 
COMPLAINTS. 


XLI. 


Any failure on the part of an officer or employé to properly perform 
his duties should be promptly reported in writing to the Director; also 
to the Assistant Director any losses of specimens, or any damages re- 
ceived by specimens in the Museum or in packing and transit. 


PASSES AND PERMITS. 
XLII. 


Passes for individuals and permits to remove articles must be signed 


by the Director, the Assistant Director, or the Chief Clerk of the Smith- 
sonian Institution. 


CORRESPONDENCE. 
XLUI. 


Correspondence of a formal or complimentary character, transmitting 
specimens or books, acknowledging gifts or courtesies, making arrange, 
ments for exchanges, &c., &c., as well as all announcements, circulars 
and communications of general importance will be signed by the Director, 
who may request any oflicer of the Museum to prepare such writing. 

Letters of an informal character should be signed by the oflicer to 
whom they are referred, the signatures being accompanied by the signers’ 
ofticial title. 

All correspondence relating to the general administration of the Mu- 
seum will be in charge of the Assistant Director and the Registrar. 

The Curator of each department will attend to correspondence relating 
especially to the matters ander his charge. 

Copies of all official letters must be kept either in copy book or stylo- 
graph book, and these books shall constitute a part of the archives of 
the Museum. 

When the symbol A is marked upon a letter it signifies that an an- 
swer is to be prepared for the signature of the Director. When the 
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symbol is a, it means that the answer is to be signed by the person to 
whom it is referred. 

All letters referred are to be returned to the officer from whom they 
are received. If a copy of any letter, or portion of letter, is desired, 
which the Curator has no facilities for making, the passage should be 
marked and the symbol C with signature added. The copies will be 
made by the Museum copyist. 

All letters are to be filed in the archives of the Museum, according to 
the specifications of the section relating to Archives, LXXVI. They 
will there be always readily accessible. 


LETTERS—REQUESTS FOR INFORMATION. 
XLIV. 


Officers of the Museum will pay prompt attention to any requests for 
information which may be referred to them for action, it being considered 
an important part of the vork of the Museum to attend to such matters 
fully, courteously, and promptly. The rule of the Smithsonian Institu- 
tion that each day’s mail shall be attended to on the day of its receipt, 
is to be followed in the Museum also. 


CONFERENCES AND COMMUNICATIONS. 
XLV. 


The symbol C indicates that a personal conference is desired. 

The Director will confer personally with the officers of the Museum in 
his office in the afternoon, or in his visits to the several departments. 

Every communication on Museum business, whether it be an announce- 
ment ora request, should be made in the form of a written memorandum. 
The same should be done if any action is decided upon as the result of 
« conference. It is recommended that in communications between ofli- 
vers of the Museum, the stylograph be used, since this affords a means 
of preserving duplicate copies of the communication. 


XLVI. 


EXPLANATION OF SYMBOLS USED IN BUSINESS OF THE SMITHSONIAN 
INSTITUTION AND THE NATIONAL MUSEUM, 


Action to be taken. 
LI. Library. 
M. For files of the Museum. 
8S. For files of the Smithsonian Institution. 
F. For tiles of the United States Fish Commission. 
A. Answer. 
a. Prepare answer. 
r. To be read, and contents noted. 
C. Personal conference desired. 
k. To be kept until article announced arrives and to be then returned. 
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t. To be translated. 

**, Confidential. 

r. (As a second letter)—to be returned as soon as possible. 

f. To be filed in general correspondence, or under special head des- 
ignated. 
. The combination of two letters shows that double action is to be 
/ taken: as—a. r. Answer and return; ¢. 7. Translate and return; r. r. 
| Read and return; 8. f. File in Smithsonian correspondence. 


i, Abbreviations for reference of letters, &e. 
= Baird, 8. F ces B. 


Boohmer, G. H.... Br. 

Daingerfield, Miss . ....... Dd. 

Gal, Herbert A H. G. 

Powell, J. W ..... P. 

Rhees, W. J ....... date R. 
Rathbun, Richard .... R. Rn. 
Stoerzer, Mrs. L..... L. 8. 
Taylor, W. T. 


Assistants should always write their initials in the upper right-hand 
corner of the first page of letter which they have prepared for signatures, 
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INK TO BE USED IN MUSEUM WORK. 
XLVII. 


Ink to be used in Museum work.—Every officer of the Museum is re- 
quired to have upon his desk two kinds of ink. 

a. Record ink, in which all catalogue entries and other writings , of 
permanent record are to be made. This must be a nutgall or carbon ink 
(not aniline). 

b. Copying ink, in which all correspondence should be conducted. 


XLVIII. 


GENERAL RULES. 


The exhibition halls are open to the public from 9 a. m. to 4.30 p. m. 
every day in the year, except Sundays. 


XLIX, 
The business offices are open from 9 a. m. to 4 p. m. 


L. 

The work-rooms and shops are open from 7.30 a. m, to 4.30 p. m. 
LL 

No smoking allowed in the public halls. 


ROUTINE ADMINISTRATION OF COLLECTIONS. 
LI. 


Routine administration of collections.—The full routine for the admin- 
istration of objects received in the Museum is as follows: 

1. The package is received by the Registrar, who, if necessary to ascer- 
tain the nature of its contents, opens it, and if it contains objects belong- 
ing to several departments unpacks it and distributes its contents to the 
proper receptacles in the sorting-room. 

2. The Registrar notifies the sender of the package that it has been 
received. 

3. The Registrar enters the package in the Accession Record. 

4. The Registrar writes upon an “ Accession Card ” the facts concern- 
ing the accession, aud submits this card to the Director and Assistant 
Director, one of whom marks its assignment to one of the Museum 
departments. 

5. The Registrar now sends the contents of the package or packages 
to the chief of the department to which assignment has been made, 
accompanied by the accession card and such other memoranda and let- 
ters as may help to complete its history. 

6. The Curator examines and identifies the objects, writes upon the 
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accession card the entries necessary to complete the record for the 
“ List of Accessions” and the “ Historical File,” and returns card and 
memoranda without delay to the Registrar. 

7. The Curator enters the specimen or specimens in the Museum Cata- 
logue belonging to his department. 

8. The Curator marks each specimen indelibly with catalogue number, 
locality, and donor. 

9. The Curator, after submitting the specimens, if necessary, to a 
preparator, assigns them places in the exhibition series, the study 
series, or the duplicate series. 

10. The Curator also keeps a systematic or ledger record of the speci- 
mens, either upon catalogue-cards or upon the Museum register-sheets. 

11. A letter of thanks, prepared under the direction of the Registrar, 
and signed by the Director, is sent to every person who has given speci- 
mens to the Museum. 


DEPARTMENT OF REGISTRY AND STORAGE. 
RECEPTION AND RECORD ROUTINE. 


All packages coming by wagon to be received by the Transportation 
Clerk of Smithsonian Institution and entered in his record of transpor- 
tation, for the purpose of checking the accounts of express companies 
and cartmen. Number of Transportation Record, prefixed by letter 
“T,” to be marked upon them. 

LIV. 


All packages of specimens coming through the hands of the Trans- 
portation Clerk, by messenger, mail, or in exchange boxes, to be deliv- 
ered to the Registrar. 

LV. 

Packages received in other buildings, of whatever nature, the prop- 
erty of the Museum, or intended for use in the Museum, must be re- 
ported by the person receiving them, who shali deliver full written memo- 
randa to the Registrar before 4 p. m. on the day of receipt. 


LVI. 


The Registrar shall enter all packages received, in serial order, in the 
Accession Record, and, when practicable, mark upon each its accession 
number, preceded by the letter A. 


LVII. 


The Registrar may open any package of the nature of whose contents 
he is ignorant, and when it contains articles belonging to different de- 
partments shall unpack and assort them. 
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LVIII. 


The accessions of each day shall be arranged in serial order in the 
unpacking room, and the Registrar shall daily prepare a list of the access- 
ions upon the blank “ Accession Cards,” which shall pass through the 
hands of the Assistant Director to the Director and be reclaimed from 
the Director’s office by the Registrar; such additional facts as may be 
necessary to complete the record being written in. 


LIX. 


The packages are to remain in the unpacking room until the “ Access- 
ion Cards” have been returned. If special instructions concerning any 
package are needed they will be inscribed upon the cards. The pack- 
ages may then be removed to the “ Sorting Room.” 


LX. 


The sorting room is provided with closets with glass doors. One 
closet will be assigned to each department, and the Curator will be fur- 
nished with a key to its door. In assigning objects to the several de- 
partments, the schedule number of the department will be used as a 
symbol. The following additional symbols may be used: 

S. 1...... Smithsonian Institution. 
F.C ..... Fish Commission. 


Private. 
-Mistake—to be returned. 
| Hold without unpacking until further instruction. 


Also, the symbols for the various deposits. 
SORTING AND DISTRIBUTION. 
LXIL. 


The Registrar, after sorting the objects into lots, may send them direct 
to their destination or may place them in the closets, subject to the or- 
der of the Curator to whom they are referred. Whena package belongs 
to a single department it should not be unpacked by the Registrar. 


LXIL. 


Each accession lot or portion of accession lot sent out by the Regis- 
trar is to be accompanied by an accession card, upon which are written 

(a.) The accession number. 

(b.) Name and address of sender. 

(c.) References to any explanatory letters or memoranda which may 
be on file. [When thought desirable, these may accompany the card. } 

(d.) Any other facts not ascertainable from the specimens. The Reg- 
istrar shall retain a duplicate of this card upon which is marked the 
name of the Curator to whom the accession lot is delivered. 


| 
3 
a 
be 
q 
|| 
es 
! 
er 
lV- 
re- 
no- 


28 ORGANIZATION OF THE U. S. NATIONAL MUSEUM. 


LXIIL. 


The Curator, after receiving an accession lot, shall, at his earliest con- 
venience, and as a matter of urgent routine business (if possible the 
same day), fill up the accession card with the data necessary for the 
“ Descriptive List of Aeccessions,” and return it to the Registrar, who 
shall file it in the Card Catalogue of Accessions, the accompanying 
memoranda being placed in the Historical File, after the printer’s copy 
for the list of accessions has been prepared. The Accession Cards for 
the current year are kept in a separate series and are not distributed in 
the Geueral Card Catalogue until the yearly report has been prepared. 


LXIV. 


When an accession Jot is divided the general accession number is to 
be attached to each sub-lot, followed by the symbol of the department 


to which it is referred. 
LXV. 


If the accession cards are not promptly returned the Registrar is to 
send a recall-memorandum. 


ANNOUNCEMENT AND ACKNOWLEDGMENT. 
LXVI. 
The Registrar is to make the entries in the Announcement Record and 
to present on the first of each month a list of arrearages of announce- 


ments. 
LXVII. 


When a package has been received the Registrar is to acknowledge 
the fact on the same day, by postal-card memorandum to sender. 


LXVIII. 


The Registrar shall have prepared for the signature of the Director 
the formal letters in acknowledgment of gifts. 


LXIX. 


Letters or postal-cards announcing shipment of packages are to be 
prepared by the Registrar. 


CONTRIBUTIONS AND THEIR ACKNOWLEDGMENT. 


LXX. 


No money having at any time been specially appropriated for increas- 
ing the collections by purchase, the growth of the Museum has ever 
been and still is dependent sol.iy upon the exertions of its officers and 
those of other branches of the public service, and upon the public spirit 
and liberality of its friends. 
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The friends of the Smithsonian Institution and the National Museum 
are earnestly invited to take part in the work of building up the col- 
lections, and, in particular, to respond to special requests for advice or 
other aid, which may reach them by letter. 

The following rules for the acknowledgment of specimens will be ad- 
hered to: 

1. Each contribution will be recognized by a formal written acknowl- 
edgment from the Director. 

2. Each contribution will be announced in the annual reports of the 
Smithsonian Institution and the National Museum; and in the cata- 
logues and other publications of these establishments, in which the 
objects contributed may be alluded to, the name of the contributor will 
always be given. 

3. On the label, which is invariably attached to every object, the name 
of the contributor will be conspicuously printed. In the case of dona- 
tions the form will be, “Gift of ,’ and where the objects 
have been obtained by special exertions of a friend of the Museum, 
who, however, is not their donor, the form will be, “Obtained by 
or “Collected by 

4. Objects which may have been bought by special appropriations, 
such as those for the Philadelphia and Berlin exhibitions, will not be 
labeled with the name of the persons from whom purchased, except by 
special agreement in cases where these persons have been only in part 
paid for their exertions. 

5. The Museum will make every possible return for aid rendered by 
offering in exchange its publications and its duplicate specimens. 
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PACKING AND SHIPMENT. 


LXXI. 


Packing will be done under the direction of the curators or in the 
packing room under the supervision of the Registrar, to whom objects 
to be packed may be sent with written memorandum of instructions. 

Packing boxes may be obtained by requisition on the Registrar. 


LXXII. 


Each package intended for shipment by express, freight, mail, or 
messenger, shall pass through the hands of the Registrar, and shall be 
accompanied by a memorandum, specifying its contents, and signed by 
the sender or packer. The Registrar shall make the proper entries in 
the Distribution Book. 


LXXIII. 


The Registrar will have special instructions as to what classes of 
packages need the indorsement of the management of the Museum be- 
fore they can be sent out of the building. 
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LXXIV. 


No Museum package is to be sent by the Transportation Clerk which 
has not been stamped with the proper cipher and marked with the words 


Express, Fast Freight, Freight, Mail, 


or Messenger. 


SHIPMENT OF PACKAGES TO THE MUSEUM. 
LXXV. 
Packages of small size may be sent by express, charges to be col- 
lected on delivery, and larger packages by freight. 
Packages may also be sent from points in the vicinity of military 
posts by addressing them to “U.S. National Museum, care of Depot Quar- 
termaster (stating name of post)”, the quartermaster having instructions 


to forward all such packages. 


On the Pacific slope, packages may also be sent in care of the Alaska 


Commercial Company, San Francisco. 


Foreign packages intended for the Museum may be sent by mail, 
addressed to the Smithsonian Institution, Washington, D. C., or, if of 
large size, through the following agents of the Smithsonian Institution: 


Algeria: Commission Frangaise des 
Echanges Iniernationaux, Paris. 

Australia: See New South Wales, New 
Zealand, Queensland, South Australia, 
Tasmania, and Victoria. 

Austria-Hungary: Dr. Felix Fliigel, 49 
sidonien Strasse, Leipzig. 

Belgium: Commission Belge d’Echange 
Internationaux, Brussels. 

Brazil: Instituto Historico, Geographico 
y Ethnographico, Rio Janeiro. 

Chile: Universidad, Santiago. 

China: U. 8. Consul-General, Shanghai. 

Cuba: Prof. F. Poey (R. University), 
Havana. 

Denmark: Kongelige Danske Videnska- 
bernes Selskab, Copenhagen. 

France: Commission Frang¢aise des 
Echanges Internationanx, Paris. 


Germany: Dr. Felix Fliigel, 49 Sidonien 


Strasse, Leipzig. 


Great Britain: William Wesley, 28 Essex | 


street, Strand, London. 

Greece: By mail direct. 

Hayti: Sécrétaire de Etat des Relations 
Extérieures, Port-au-Prince. 

Holland: See Netherlands. 

India: William Wesley, London. 

Italy: Biblioteca Nazionale Vittorio 
Emanuele, Rome. 


Java: Genootschap van Kunsten en We- 
tenschappen, Batavia. 

Manritius: William Wesley, London. 

Mexico: Museo Nacional, Mexico. 

Netherlands: Bureau Scientifique, Profes- 
sor von Baumhauer, Harlem. 

New South Wales: Royal Society of New 
South Wales, Sydney. 


| New Zealand: Parliamentary Library, 


Wellington. 

Norway: Kongelige Norske Frederiks Uni- 
versitet, Christiania. 

Portugal: Escola Polytechnica, Lisbon. 

Queensland: Government Meteorological 
Observatory, Brisbane. 

Russia: Commission Russe des Echanges 
Internationaux, St. Petersburg. 

' South Australia: Astronomical Observa- 

tory, Adelaide. 

Spain: Real Academia de Ciencias, Madrid. 

Sweden: Kongliga Svenska Vetenskaps 
Akademien, Stockholm. 

Switzerland: Bundes Canzlei, Berne. 

Syria: By mail direct. 

| Tasmania: Royal Society of Tasmania, 

| Hobarton. 

| Turkey: By mail direct. 

Venezuela: Universidad [Dr, A. Ernst], 
Caracas. 

Victoria: Public Library, Melbourne, 

| West Indies: By mail direct. 


If sent from seaport towns by vessel to New York, packages may be 


directed to Smithsonian Institution, care of Collector of Customs, port of 


New York. 
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DEPOSITORIES AND STORE-ROOMS. 


LXXVI. 


The classification and designation of the several depositories and 
storage rooms has already been detailed. The assigument of material 
to these deposits is as follows: 

The Library (DA) shall contain all printed books and papers. 

Librarian. 


The Archive Room (DB) shall contain all manuscripts, books, and 
papers relating to the history of the Museum and its contents. 
Assistant Director. 


The Label Room (DC) shall be the depository for labels and blanks, 
and may be used as a work-room for labeling and cataloguing. 
Registrar. 


The Sample Deposit (DD) shall receive samples of all kinds of arti- 
cles used in the museum, drawings and specifications, and dealers 
price-lists and circulars. 

Assistant Director. 


The Supply Deposit (DE) contains curator’s supplies of all kinds, 
needful for mounting and preservation; stands, label-holders, &e. 
Registrar. 

The Bottle Deposits No. 1 (DF), in Smithsonian building, and No. 2 


(DG), in Museum building, shall contain bottles. 
Superintendents. 


The Alcohol Deposit (DH) shall contain alcohol on tap. 
Curator of Ichthyology. 


The Superintendent’s Deposit (DI) shall contain supplies for me- 
chanics and laborers. 
Superintendent. 


The Duplicate Deposit (DK) is the receptacle for duplicate speci- 
mens awaiting distribution. 


Registrar. 


The Modeler’s Deposit (DL) contains molds and unfinished casts. 
Modeler. 


The Temporary Storage (DM) is a deposit for packages pending ad- 
ministration. 
Registrar. 


The General Storage (DN) is the receptacle for packages set aside, 
pending administration, for a considerable time. 
Registrar. 
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The Private Storage (DO) is a deposit for the private eects of offi- 


cers of the Museum. 
Registrar. 


The Stati. mery Deposit (DP) is a supply deposit for articles of sta- 
tionery. 
Stationery Clerk. 

LXXVII. 


The officer in charge of a storage-room shall deliver packages only 
upon written order from the management of the Museum or in accord- 
ance with regular routine of administration. 


LXXVIII. 


A record book is provided for articles assigned to general or private 
storage. 
LXXIX. 

Effects belonging to persons not officers of the Museum may be placed 
in or removed from private storage only upon written order from the 
Director or Assistant Director. 


DEPARTMENT OF ARCHIVES. 
CLASSIFICATION OF ARCHIVES. 
LXXX. 


The Archives of the Museum shall consist of the following classes of 
papers, printed and manuscript, to wit: 

1. The Announcement Record.—The manuscript volumes, in which 
have been entered all announcements of objects forwarded to the 
Museum, and promises to send contributions in future. 

2. The Accession Record.—Consisting of (a) the manuscript volumes 
(Accession Books) in which all accessions to the Museum are entered 
from day to day, in order of their reception, and (/) the eard catalogue 
(Card Catalogue of Accessions), in which the same record is kept, 
arranged alphabetically under names of senders. 

3. The Record of Applications.—The manuscript volumes in which are 
entered, in order of reception, all applications for specimens or other 
scientific material, either as gifts or loans, all proposals for exchange, &e. 

4. The Distribution Record.—The manuscript volumes in which are 
entered all lots of scientific material sent away, either as gifts, loans, or 


exchanges. 

5. The Specimen Registers.—Consisting of (a) the manuscript volumes— 
“Museum Catalogues”—in which the individual specimens belonging to 
the several sections of the Museum have been entered by the Curators 
of the sections under serial numbers, corresponding to those which have 
been indelibly marked upon the specimens themselves, and (b) the 
“Museum Register,” which is kept in separate series, one in each sec- 
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tion of the Museum, by means of which, either (1) on catalogue ecards, 
(2) on specially printed forms, or (3) in blank record books, arranged 
after the manner of a bookkeeper’s ledger, a record in systematic order 
of the specimens is kept. 

6. The Historical File—Consisting of all papers, manuscript and 
printed, relating to the history or description of specimens or other 
scientific material received in the Museum—particularly letters and 
catalogues which may. accompany any specimens or lots of specimens at 
the time of their reception. This file is accessory to and illustrative 
of the Accession Record, No. 2. 

7. The Application and Proposal File.—This file is made up of all let- 
ters and other papers relating to applications, such as are entered in the 
Record of Applications (No. 5), and particularly lists of desiderata sub- 
mitted by correspondents, and lists of duplicates in collections of cor- 
respondents, sent for use in exchange or purchase. Here also may be 
filed unaccepted proposals for furnishing supplies, furniture, &e., ar- 

ranged, however, in a separate series. 

8. The Distribution File—Made up of check-lists and memoranda re- 
lating to material sent out. When an application has been fully com- 
plied with and is canceled, the papers relating thereto to be transferred 
from 7 to 8 and arranged with those relating to the sending of objects 
in response to said application. 

9. Correspondence Files.—This to consist of (1) indexed copy-book 
record of letters written on Museum business, and (2) alphabetico- 
chronological files of letters received in connection with same. 

10. Administration Files—Consisting of the papers relating to the 
internal administration of the Museum, reports, requisitions, orders, 
bills, plans, contracts, registers of visitors, &c., &c. 

11. Publications relating to work of Museum, or founded upon material 
which is its property.—This series of papers should be complete, arranged 
with special reference to convenience of consultation. 


LXXXI. 


Management of Announcement Record.—The Announcement Record shall 
be kept by the Registrar, to whom all memoranda and letters relating 
to specimens or other objects announced or promised are to be given. 
After entering in the Announcement Book such facts as may be ealled 
for by the printed heads to the columns, these letters, &c. are to be 
marked with the current number of the announcement and returned, 
filed in serial order, until the object is received. A monthly statement 
of arrearages is to be furnished by the Registrar. 


LXXXII. 


Management of Accession Record.—The Accession Record shall also be 
kept by the Registrar, who shall entér all accessions in serial order, 
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marking each package with its current number, prefixed by the letter 
“A,” at the same time marking in the same manner any papers which 
may accompany it. 

A new volume of the Accession Book shall be opened with the begin- 
ning of each year. The current volume shall be kept in tie office of 
the Registrar, the back volumes in the Archive Room. 

The Card Catalogue of Accessions is also to be kept up by the Regis- 
trar, each accession being described in writing upon the proper card, 
and these cards to be arranged alphabetically to serve as an index to 
the Accession Book. As soon as the list of accessions for a full year has 
been printed, the cards for that year shall be interealated in their proper 
places in the general Card Catalogue, which is a complete alphabetical 
record of accessions from foundation of Musenm to beginning of each 
current year. 

The Catalogue for the current year is to be kept in the office of the 
Registrar, the General Catalogue in the Archive Reom. ; 

The current card-catalogues, as added to and amended by the curators 
to whom the cards are to be submitted in accordance with Rule LXIL, 
will serve as copy for printing the annual or other lists of accessions. 


LXXXIII. 


Management of Record of Applications.—The Record of Applications 
shall be kept in the office of the Assistant Director. An alphabetical 
index to the same will be supplied by the packets in the Application and 
Proposal File. 

LXXXIV. 

Management of Distribution Record.—The Distribution Record shall be 
kept by the Registrar, through whose hands, in accordance with Rule 
LXXII, all packages intended for shipment, and who sball retain and 
file as a voucher in the Distribution File the written orders in accordance 
with which each package is sent out. 

An alphabetical index to the Distribution Record, in so far as it re- 
lates to collections distributed, will be supplied by the packets in the 
Distribution File, which is to be kept in the office of the Registrar. 

LXXXV. 

Management of the Specimen Register—The Museum Catalogues and 
the Museum Registers belonging to each section shall be under the 
charge of the Curator or Acting Curator of the section, whose duty it 
shall be to-enter, at the earliest opportunity, each specimen assigned to 
his department, giving it a provisional name, assigning. to it a current 
number, which, together with name of sender and locality, are to be 
marked indelibly upon or permanently affixed to the specimen. 

With each object or collection the Curator will receive from the Reg- 
istrar a card, upon which is entered the history, so far as may be known 
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to him, and accompanied by such papers as may belong therewith. 
Upon this card the Curator is expected to inscribe a concise description 
of the accession lot, returning the card and accompanying papers as 
soon .as possible to the Registrar, in order that the Accession Record 
and the Historical File may be completed and the descriptive list of 
accessions prepared for the printer. When a letter is sent to the sender 
of a specimen, giving an account of the object, a copy of this should be 
made by manifold process (stylograph) or upon a leaf of a letter-book, 
and this copy should be seut to the Registrar. 


LXXXVL 


Management of Historical File—The Historical File, in which all papers 
relating to the history of objects in the Museum are to be arranged, 
shall be under the charge of the Registrar, in whose room shall be kept 
the part belonging to the current year, the main file being arranged in 
the gflice of the Assistant Director, or in the Archive Room, as may 
prove most convenient. 

In this file should be preserved all letters (or copies of them) which 
relate to objects preserved in the Museum. [If necessary, index slips 
referring to these may be prepared, to be arranged with the files of the 
Smithsonian Institution.] Applications for publications should becepied 
on the proper blank form. 

Each accession shall, if accompanied by papers, have assigned to it 
an envelope, in which all such papers shall be ultimately arranged. On 
the outside of this envelope shall be entered the current number of the 
accession, the name of the sender, and the date of the accession. 

These packets to be filed serially, in order of accession numbers, in 
locked cases. An alphabetical catalogue to the same is supplied by the 
card Catalogue of Accessions. 

Any packet or letter may be taken ont for temporary use by pre- 
sentation of an application slip on which the name of the applicant is 
signed. This slip is to be filed in place of the removed packet. Packets 
or letters may not be retained more than four weeks. If any paper is 
needed for permanent retention, a copy of it will be furnished upon 
application. 

Only Curators or Acting Curators may be permitted to withdraw 
packets from the historical file. 


LXXXVIL. 


Management of the Application and Proposal File.—The make-up of the 
Application and Proposal File has already been defined (Rule LX XX). 
This file, like the Record of Applications, to which it serves as an alpha- 
betical index, shall be kept in the office of the Assistant Director. The 
papers of this file are to be enveloped and docketed like those in the 
Historical File. 
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LXXXVIII. 


Management of the Distribution File—The Distribution File is to be 
kept in the office of the Registrar. Every package sent out shall have 
assigned to it an envelope, upon which the address, date of sending, 
and nature of object sent shall be marked. These shall be arranged 
alphabetically, to serve as alphabetical index to Record of Distribution. 
Complete invoices of every sending consisting of more than one object shall 
be filed here, and the packets in this file may be removed only by order 
of Director or Assistant Director. 

In this file, with the other papers relating the distributions, shall be 
kept applications which have been filled. 


LXXXIX. 


Management of Correspondence File-—The Copy-Book Record of letters 
signed by the Director of the Museum shall be kept by the Correspond- 
ing Clerk of the Smithsonian Institution. In the file-roum of the 
Smithsonian Institution shall be kept all letters not relating directly to 
the administration of the Museum or the history of the collections. 

The Assistant Director shall keep the required record of his corres- 
pondence by copy-book and letter file, and in his letter-file may be placed 
letters received by the Director or other officers of the Museum relating 
to the actual administration of the Museum. 

Curators of sections are expected fo keep copy-book records of letters 
written by them on Museum business, the same to be at any time open 
to the inspection of the authorities of the Museum, and to hand in for 
filing in the Historical File letters relating to history of specimens, and 
in the Correspondence Division of the Administration Files letters relating 
io general administration which they may receive. 


XC. 


Management of Administration Files —The Administration Files shall 
be arranged in the most convenient manner in the office of the Assistant 
Director, who will, when desired, aid other officers of the Museum in 
consulting their contents. These files shall contain: 

Reports of officers of the Museum. 7 

Reports of collectors working for the Museum. 

All records or memoranda which have been kept in the past by officers 
of the Museum. 

Plans and specifications for cases, bottles, and all kinds of Museum 
supplies. 

Samples of labels, stationery, blanks, bottles, locks, &c., &c., includ- 
ing all kinds of Museum supplies. 

Contracts and proposals. 

Catalogues, plans, &c., illustrating work of other museums. 

Circulars and price-lists of tradesmen and manufacturers. 
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DEPARTMENT OF LIBRARY. 
OBJECTS AND SCOPE OF THE LIBRARY. 
XCI. 


For the convenience of the scientific staff of the Museum, a working 
library has been established, in which will be kept such works as are 
necessary for constant reference in the classification and study of the 
collections, and in the work of publication. In this library shall be 
kept all books, pamphlets, journals, maps, &c., and such of the archives 
of the Museum as may be there assigned. 


CENTRAL AND SECTIONAL LIBRARIES. 
XCIL. 


In the Central Library shall be retained all books treating of more 
than one subject, such as periodicals, proceedings of societies, serial re- 
ports, dictionaries, and cyclopedias, together with such monographs as 
are not desired in the Sectional Libraries. To each Sectional Library 
which may be formed, only those works may be assigned which relate 
directly to the werk of that section only. Books in Sectional Libraries 
shall be considered to be personally loaned to the Curators in charge. 


ENTRIES OF BOOKS, ETC. 
XCIIL. 


All books and other matter shall first be entered at the Central 
Library, and the necessary acknowledgments made, after which mono- 
graphic works, upon application, may be sent to the Sectional Libraries, 
their assignment being designated upon the card catalogue. 


LIMITATIONS TO THE USE OF THE LIBRARY. 


No person who is not a member of the scientific staff of the Museum 
shall withdraw books or other matter, without special written permis- 
sion from the Director of the Museum. Persons taking books from the 
Central Library shall be responsible for the safe-keeping of the same, 
and shall make good any losses. They shall not be allowed to withdraw 
other books until those which may have been lost are restored. No one 
is expected to retain books longer than two weeks, unless they are in 
actual use. Certain works of reference may be designated, which shall 
upon no account be taken from the Library. All books and other 
matter shall be at all times subject to recall by the Librarian. 
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ISSUE OF BOOKS. 


XCV. 


No book shall be withdrawn from the Central Library until the appli- 
eant has filled out and signed the prescribed blank form of application 
or call-eard. Supplies of call-cards may be obtained from the Librarian 
or the Registrar. 


REGULATION OF SECTIONAL LIBRARIES. 
XCVI. 
Each Sectional Library shall be under the control of a Curator or 
Acting Curator, who shall be responsible for its safe-keeping, and who 
shall on no account lend the books. Books in a Sectional Library must 
be returned to the Central Library before they can be issued for use out- 
side of the room to which they are accredited. The books of each 
Library shall be kept separate from all other books in suitable cases in 
the rooms of the Curator, the locks of which shall be controlled by a 
master-key in the hands of the Librarian, who may at any time examine 
them, and call the attention of the Curators to any deficiencies. 


DUTIES OF THE LIBRARIAN. 
XCVIL. 
The Librarian of the Museum shall be responsible for all books, 


pamphlets, and periodicals belonging to the Museum, and for such of 
the archives as may be assigned to his care. 


DEPARTMENT OF PUBLICATIONS. 
XCVIIL. 

Description of Publications.—The Publications of the United States 
National Museum consist of two series, the Bulletins of the United 
States National Museum, and the Proceedings of the United States 
National Museum. These are published under the direction of the 
Secretary of the Interior, to whom application should be made by those 
who desire to obtain them. 


XCIX. 


Rules for Administration of the Publications—Articles intended for 


publication in the Proceedings of the National Museum or Bulletin of 


the Fish Commission must be submitted to the Director for approval. 
After approval, all papers are to be given to the Editor of Proceedings 
and Balletin, who will record the titles, number of pages of manuscript, 
number and character of illustrations, date of receiving them, giving 
each article a number by which it may be subsequently referred to 
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whenever necessary. Ifa paper is to have illustrations, the manuscript 
will pot be sent to the printer until the blocks are ready to accompany it. 

The Editor will forward original drawings to the engraver, receive 
and take charge of the blocks, and, after recording, numbering, and 
plainly marking the blocks, so that their place may be easily determined, 
he will send them to the printer. Original drawings not in aetual use 
will be kept by the Editor and filed, so as to facilitate fature reference. 
Plates not in use will be placed in charge of the Smithsonian Institution. 

Proots of all papers will be sent by the Publie Pfinter to the Director, 
who will transfer them to the Editor for distribution to the authors to 
whom they belong. Each author will be responsible for the proper cor- 
rection of proofs of his papers and for their return to the Editor. 

Applications for extras, stating the number desired, must be made to 
the Director when the manuscripts are presented for approval. 

The Editor will attend to the general management of the volumes, 
arranging title pages, prefaces, heads, numbering plates, &c., &e. He 
will assign a card to each article, on which will be given the serial num- 
ber, copy of title, number of manuscript pages, character of illustrations, 
date of receipt, date of sending drawings to engraver, time of sending 
blocks to printer, and the various stages of progress of proofs. 


C. 


. 

Printed List of Accessions.—A list of the accessions to the Museum 
will be printed from time to time, and at the end of the year incorporated 
in the annual report. In connection with the list will be printed the 
memoranda relating to the history of each accession list, which may 
be worthy of presentation. This list will be prepared by the Assistant 
Director and Registrar, aided by the several curators. 

To secure promptness and accuracy in this work it is important that 
the accession cards, sent with each accession list to the curator to whom 
it is assigned, should be filled out and returned with all possible expe- 
dition. This work should be the first and most important in the rou- 
tine of each day. Otherwise the records of the Museum will be imper- 
fect. 


CI. 


Publication Storage.—The publications, stereotype plates, and wood- 
cuts, property of the Museum, will be administered upon under the 
rules of the Smithsonian Institution, and under the direction of its 
Chief Clerk. 


CII. 


List of the publications.—A list of the ptblications is given in Cireular 
No. 12, and also in the Catalogue of Publications of the Smithsonian 
Institution; both Proceedings and Bulletin being reproduced in the 
Smithsonian Miscellaneous Collections. : 
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DEPARTMENT OF DUPLICATES AND EXCHANGES, 


Application for Duplicates and their Distribution.—Applications for 
duplicate specimens must be made in writing, and when from domestic 
institutions, should be indorsed by a member of Congress. These must 
be approved by the Director, and after the assignment has been made, 
and the specimens ‘selected, the Curator or the Registrar will attend 
to packing and the latter to shipment, send invoices, make the record, 
and attend to the necessary correspondence. 

The list of applications for duplicates is provided for in the regula- 
tions of the Department of Archives. 


DEPARTMENT OF SUPPLIES. 
CIV. 


Purchase of Supplies.—Supplies for the Museum may be obtained by 
a written order to the dealer or manufacturer, signed by the Director, 
Assistant Director, or Chief Clerk of the Smithsonian Institution, or 
upon indorsement of requisition by an order from the order-book, issued 
by the Superintendent of the Buildings. The Museum will not be re- 
sponsible for the payment of bills contracted without such written order, 
which must be filed with the bill, if not proven paid. 

Orders to the amount of over $100 may not be made without a written 
agreement with, or offer from, the person from whom it is ordered. 


CV. 


Issue of Orders.—Orders for miscellaneous supplies, such as tools and 
material for use by mechanics and laborers, shall be issued by the Super- 
intendent upon the proper blanks. 

The Superintendent may also issue orders for other articles, under 
the instructions of the Management of the Museum. No bills shall be 
paid unless accompanied by the ofticial order. Bills accompanied by 
orders are to be examined by the Superintendent. 


CVI. 


Storage of Supplies—Supplies shall be stored in one of the several 
“depositories” provided for their reception. 


CVIL. 


Requisitions.—The Assistant Director will take action on requisitions 
for— 

Assignment of rooms or space in exhibition halls. 

The use of furniture or exhibition cases. 
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The services of preparators, clerks, or copyists. 
The purchase of supplies. 

The Registrar will act on requisitions for blanks and circulars, pack- 
ing, and shipment. 

The Stationery Clerk will supply articles from the stationery room on 
indorsement of Chiefs of Departments, a list of whom will be posted in 
the stationery room. 

The Superintendent of Buildings will act on requisitions for— 

Repaiis. 

Cleaning. 

Services of laborers. 

Regular articles of Museum supply. 


CVIII. 


Issue of Supplies and Assignment of Laborers.—Oflicers of the Museum 
requiring supplies or the use of furniture, or other property of the 
Museum in the custody of the Superintendent, may obtain them by filing 
a requisition with that official. 

If the article needed is not in stock, or of a kind not ordinarily kept 
in stock, the requisition must be indorsed by the Director or Assistant 
Director. 

Requisitions wust be countersigned by the chief of the special depart- 
ment of the Museum from which they emanate. 

The Property Record shall show, under each number, the final dispo- 
sition of each article. 

The Superintendent shall keep an account with each Chief of Depart- 
ment, debiting him with property delivered to him, and crediting him 
with its return. Certificates of expenditures may cancel debits in this 
book. 

Requisitions for labor or other service shall be made in a similar 

manner, and a book shall be kept in which each Chief of Department 
shall be charged with labor assigned to him. 
CIX, 
Preservation of Supplies—Inspection.—The Superintendent shall have 
charge of and be responsible for the buildings and property not other- 
Wise assigned. 

He shall make a monthly examination of all furniture and fixtures, 
water and gas pipes, locks, window-fastenings, roofs and gutters, plugs 
and stop-cocks, hose, sinks, urinals, washstands and water-closets, and 
shall attend to the necessary repairs of the same, reporting result of 
inspection and his action in the premises in writing to the Assistant 
Director. 

CX. 

Property Record.—The Superintendent shall receive and, when de- 

sired, receipt for every piece of furniture, implement, or article of sup- 
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plies, ard shall catalogue every movable article in the Property Record, 
marking it indelibly with its entry-number and the words “U. §, 
National Museum.” 


CXI. 


i Tnventory.—The Superintendent shall make a semi-annual inventory 
of property (during the months of December and May), making a report 
to the Management upon articles destroyed, expended, or sent away. 


CXII. 


Disposal of Condemned Property.—All property unfit for use, such as 
broken furniture, waste paper and metal, packing-boxes, &c., shall be 
delivered to the Superintendent to be disposed of under instructions 
from the Management of the Museum. 


CXIIT. 


Property removed.—The Superintendent shall be responsible for and 
take receipts for all property leaving the Museum building, for speci- 
mens removed, except under the orders of the Registrar, and shall allow 
nothing to be removed except by written permit signed by proper 
authority. 


CXIV. 


Jars and Bottles—Jars and bottles may be obtained by requisition 
upon the Superintendent. When possible, if large quantities of any 
given kind are to be needed, this requisition should be made in advance. 
Requisitions should be made in accordance with schedule symbols upon 
diagrams, copies of which may be obtained from the Registrar. 


CXV. 


Alcohol and Preservatives.—Alcohol is stored in fire-proof vaults un- 


der the charge of the Curator of Ichthhology. Supplies are obtained by of 
requisition upon that officer.. On no account shall alcohol be issued ex- 
cept for use in preserving or poisoning specimens or in the work-rooms 
of preparators. 
Other preservatives are kept in the same custody. - 
CXVI. 
Exhibition Cases.—The cases of the Museum may be designated as R 


follows: 


Approved Patterns. 


i Symbol. Name. Dimensions. 
| Case A (4.4).... Pier uprights.............8.6x44x9 
A (3.3).... Pier uprights. ............8.6x3.3x9. — 
B (4.4) ..-. Floor uprights...........-8.6 4.4 7. 
B (3.3).... Floor uprights......... ---8.6X3.3 x 7. 
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Symbol. Name. Dimensions. 
C (1.3).... Door screens ...........-. 8.6x 13x 7. 
C (2.2).... Door screens ......... 2.2 7. 
D (1.3)....Sliding sereens ......-...-. 8.6 x 1.3 x 7. 
D (2.2)....Sliding sereens .........-- 8.6x2.2x 7. 
E 


....Fold screens, half pillar. 


F .-.-Fold screens, whole pillar . 
G -.-- Slope screen$ .......... 
H .---Table uprights .......... 
.... Unit drawers 
L 
M .-.. Salvin bird-cases......... ° 
O .-.. Basement drawer-storages 
P .-.-Sectional library cases .... 
Q .. Standard shelf-stacks ..... 
R .... Standard pigeon-holestacks 
8 Quarter tables... ..... 


A ppliances.—( Special.) 


Gavit side brackets. Jenks link locks. 

Gavit side racks. Segment hinges (for fold 
Gavit front brackets. screens.) 

Gavit front racks. | Unit box clips. 


Jenks rack locks (with or 
without Yale lock). 


Drawings and samples of cases and appliances may be found in the 
oflice of the Assistant Director. 


CXVIL. 


Blanks.—The following blanks, intended for the use of officers and 
employees, may be obtained by requisition upon the Registrar: 


Museum Catalogues. 
Invoice Sheets (for collectors). Museum Register Sheets. Property 


Record. 


Library Catalogue Cards. | “Requisition for Supplies” pads. 


Library Call Cards. Preparator’s Record. 
Museum Catalogue Cards. _ Preparator’s Memorandum. 
“ Memorandum” pads. | Stylograph Books. 

“Order for work” pads. | Monthly Report blank. 


“Shipment Memorandum” pads. , 
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DEPARTMENT OF ACCOUNTS. 
CXVIIL. 


Preparation of Vouchers and Disbursements.—All accounts will be aa- 
ministered under the direction of the Chief Clerk of the Smithsonian 
Institution, and all payments made from his office. 

The Museum will not be responsible for the payment of any bills 
contracted without a written order from the Director or Assistant 
Director or Chief Clerk of the Smithsonian Institution. 

Orders are to be returned by the party furnishing the article required, 
with the cost stated, and the receipt of the person to whom it was deliv- 
ered. 

Bills presented are to be examined by the Accountant, to see that the 
calculations are correct and the voucher in proper form, prices reason- 
able, and the articles delivered. 

The payment of bills is to be made between the twenty-fifth and the 
last day of each month, and of salaries on the last day of the month. 

Cash from sales of old material, publications, postage-stamps, Xce., to 
be deposited with the Accountant. 

The amount required to pay bills in foreign countries is to be ascer- 
tained by the Accountant, and the statement of the bank as to cost to 
be kept with the voucher. 

A statement is to be made to the Drector monthly of the receipts and 
expenditures, and of all contracts and agreements involving expenditure. 


CXIX. 


Certification and Approval of Accounts.—Accounts must be certified 
to by the Assistant Director or other officer designated by the Director, 
and must be approved by the Director or Secretary of the Smithsonian 
Institution. 

CXX. 
INSTRUCTIONS FOR MAKING OUT ACCOUNTS. 


1. Vouchers must be signed in ink, and by the person in whose name 
the account is made—not “per” any agent or clerk—and the amount 
expressed both in writing and figures. 

2. The signature should be at the bottom of the page, and should cor- 
respond with the name of the individual or company, at the head of the 
account. Signature by agent will not answer; it must be by the principal. 
Nothing should be written on the blanks excepting the signature. Any 
vacant spaces will be filled up in this office when payment is made. 

3. Evidence of authority to sign vouchers for incorporated or unin- 
corporated companies must accompany accounts. Such evidence should 
be in the form of an extract from the by-laws or records of the company 
or association, showing the authority of the officer to receive and receipt 
for moneys for the company, and giving his name and the date of his 
election and appointment, which extract must be verified by a certiti- 
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cate, under seal, signed by the president or secretary, or by one of these 
officers, and not fewer than two of the directors, which certificate must 
state that such authority remains unrevoked and unchanged. 

If the company have no seal, the extract should be certified as correct 
by a notary public or other competent officer under his seal. 

4. Signatures by mark must be witnessed. If John Smith has a bill 
and he is unable to write his name, it should be written for him, and 


his 
then he should place his mark—thus: John + Smith. Witness: David 


mark. 
O'Neill. 

5. Accounts for traveling expenses should give the places of depart- 
ure and destination, supported by sub-vouchers, such as hotel bills, &e. 
Each day’s expenses should be mentioned under its date.* 

6. Hotel bills should give the dates of arrival and departure and the 
rate per day. Thus a person arriving before breakfast June 20, and 
leaving after dinner June 24, will have been at the hotel four and a half 
days, which, at $3 per day, would amount to $13.50, and should so ex- 
press it in the account. 

7. Vouchers for supplies must be in detail, showing the nature, quan- 
tities, and rates, as well as the amount, namely: 5 pounds nails, at 5 
cents, 25 cents. 

8. Accounts for service must give the dates, stating whether inclusive 
or not, between which such service was performed, and the rate of pay, 
thus: A man employed from June 28 to July 10, inclusive, would have 
served 13 days, which, at $1.50 per day, would amount to $19.50. 

9. Accounts involving sub-vouchers, some or all of which, for good 
reasons, caunot be furnished, must be signed by the party, and affidavit 
made before a notary public or justice of the peace that the account in 
question is correct. 

The seal of the officer before whom an account is sworn should be 
affixed. 


DEPARTMENT OF BUILDINGS AND LABOR. 
CXXIL. 


Duties of Superintendent.—The Superintendent of Buildings shall be 
responsible for the policing of the buildings and the conduct of the 
mechanics and laborers. 

Laborers and Mechanics.—He shall direct the work of all mechanies, 
Jaborers, messengers, and other employees of the Museum, and shall 
keep a time-book, in which shall be recorded their time of service, the 
nature of the work performed, and the rate of pay, reporting to the 
disbursing officer monthly, or at the close of the service of any individual. 


*To this must be added the following certificate: ‘‘ This account is correct and just, 
and the items of expenses are veritied from memoranda kept by myself, and no part 
of said travei was under a pass.” 
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Details of Workmen.—Workmen may be detailed by him for special 
| service upon the presentation of proper requisitions. 
I Lost and Found Record.—He shall keep a “ Lost and Found Record,” 
N and attend to the identification of claimants and the restoration of arti- 
cles found in the Museum. 
Tools.—He may issue tools to workmen, holding them responsible for 
their safe return. 


CXXII. 


Duties of Assistant Superintendents.—The Superintendent shall have 
two assistants—one in each building. The assistant in the Museum 
building shall have especial charge of records and the property storage, 
and in the absence of the Superintendent perform his duties. The 
assistant in the Smithsonian building shall have charge of that build- 
: ing and the property it contains, and shall report all needful action to 
the Superintendent. The assistants may not deviate from routine ex- 
‘ cept by special order. 


CXXIIL. 


Duties of Electrician—The Electrician shall inspect and keep in 
i proper running order all telephones, burglar-alarms, electric clocks, 
watch-clocks, and other electric apparatus generally, and such other as 
: may be placed in his charge. 


CXXIV. 


Duties of Engineer.—Tbe Engineer shall have charge of all boilers, 
: | heating-apparatus, water-pipes, and gas-pipes, making weekly inspec- 
/ tions and keeping them in repair; he shall be responsible for their work- 
ing; he shall inspect monthly and record the readings of all gas-meters ; 
he shall attend to the inspection, reception, and storage of wood and 
coal, under the direction of the Superintendent, and shall report defi- 
ciencies at least a week in advance; he shall attend to the removal of 

| ashes, giving to the cartmen the regulation tickets, one for each load, 

H which they present to the Superintendent in claiming payment ; he shall 
tf make repairs of locks, water and gas fixtures, &c., as may be ordered 
by the Superintendent. 


CXXV. 


Duties of Assistant Engineer —Au Assistant Engineer shall have 
charge of and be responsible for the heating apparatus in the Smith- 
i sonian building, under the supervision of the Engineer. 


CXXVI. 


Duties of Firemen.—The Firemen work under the direction of the 
Engineer, and one of them shall, when necessary, serve as blacksmith. 
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CXXVIL 


Duties of Carpenter—The Carpenter shall work under the direction 
of the Superintendent. Extra carpenters may be employed by the Su- 
perintendent when so instructed. 


CXXVIII. 


Duties of Inspectors.—The Inspectors shall have their beats assigned 
them by the Superintendent. They shall be responsible for the safety of 
property within their beats, and shall report cases of damage; they shall 
see that the Museum rules relating to visitors are enforced, preventing 
smoking and disorderly conduct and reporting irregularities; they shall 
deliver all articles found in the Museum to the Superintendent’s office. 

The Inspectors shall answer the questions of visitors and serve as 
guides as far as possible without conflict with other duties and without 
leaving their beats. 

They shall receive no fees, under penalty of discharge. 

The Inspectors constitute the first watch, and shall continue on duty 
till relieved by the second watch. 


OXXIX. 


Duties of Watchmen.—The Watchmen shall be responsible for all prop- 
erty under their care. When going upon duty they shall (1) examine all 
doors and windows; (2) satisfy themselves that there are po strangers 
in the building; (3) see that the jire-plugs are in order for use. 

They shall visit each record station every hour and make the proper 
record with the clock; any failures to do this must be strictly accounted 
for. When relieved, the Watchman is to report to the next watch any 
irregularities or suspicious circumstances he may have observed. 

All signals and telephone calls to be answered without delay, and 
emergencies to be announced by the code signals. 

Watchmen shall remain upon duty until regularly relieved. The 
Watchmen who admit the workmen shall keep their time-record. 


CXXX. 


Duties of Janitors.—Janitors stationed at the public entrances shall be 
in their places at the sound of the signal for opening, and shall not leave 
during the hours of exhibition. They shall refuse admission to disor- - 

-derly persons and children without guardians. Canes, umbrellas, par- 
asols, baskets, and bundles shall be retained at the door and checks 

given for the same. No bundles shall be taken from the building with- 

out properly signed permits, which must be filed. No fees shall be re- 

ceived under penalty of discharge. Dogs shall be excluded by the janitor. 
The Janitors shall record daily the readings of the automatic enu- 

merators. 
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Janitors stationed at the entrance to offices shall answer questions 
and prevent intrusions. 


CXXXI. 


Duties of Messengers.—Dispatch messengers shall report at the Super- 
intendent’s office, and may be summoned by signal. 

Office Messengers shall be sent away from the buildings only upon 
special service. 


CXXXII. 


Duties of Cleaners.—Cleaners shall have their work assigned them by 
the Superintendent. The work shall be done before 9 a. m. 


CXXXIII. 


Duties of Laborers.—Laborers shall work under the direction of the 
Superintendent or other officers who make requisition for their services, 
They shall report, when out of work, to the Superintendent or his as- 
sistants. 

CXXXIV. 


Outside Workmen.—Mechanics and laborers employed by the day shall 


f report each day at the Superintendent’s office, before beginning and 
— after ending work, otherwise their claims for payment may be dis- 
allowed. 
CXXXV. 


Hours of Work.—Workmen, unless otherwise ordered, serve from 7.30 
a. m. to 4.30 
Janitors serve from 8.30 a. m. to 5 p. m. 
Watchmen and inspectors serve according to special schedule. 
{ Outside workmen serve according to agreement. 
Workmen report to watchmen on duty at entrance door. 


CXXXVI. 


Opening and Closing Museum.—The hours of opening and closing the 
' Museum, and the beginning and end of noon recess, will be announced 
by signal from Superintendent’s office. 

The outer doors of the Smithsonian and Museum buildings must be 
f locked at the time of their closing to the general public, and no one 
: | _ allowed to enter by means of pass-keys. A watchman will be in attend- 
ance to open the doors when summoned. 


CXXXVIL. 


General Rules.—The following general rules will be enforced by the 


Superintendent : 
; t The exhibition halls are open to the public from 9 a. m. to 4.30 p. m. 


every day in the year, except Sundays. 
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The doors shall be permanently closed at 5 p. m. 

The business offices are open from 9 a. m. to 4 p. m. 

The work-rooms and shops are open from 7.30 a. m. to 4.30 p. m. 

No smoking will be allowed in the public halls. 

No dogs will be admitted to the exhibition halls. 

Canes and packages will be deposited with the janitor. 

Employees of the Museum are forbidden under penalty of discharge 
to receive fees from visitors. 


CXXXVIII. 


Access to the Building after Office Hours.—After the buildings are 
closed in the afternoon, and until the hour of opening, the watchmen 
are forbidden, under penalty of dismissal, to allow to remain, or to en- 
ter, any persons whose names are not upon the lists furnished them, or 
who are not provided with a properly certified pass. This rule applies 
to Sundays and other days when the Museum is closed. No exceptions 
can be made in favor of friends of the watchmen. 

The main entrance of the Museum building will be kept closed except 
during hours of public admission, and access to the building can be 
gained only by ringing the bell at the entrance to the Northwest 
pavilion. Every person admitted to the building, when closed, shall 
register his name upon a special record kept for the purpose, and the 
watchman is required to note opposite his name the hours of his admis- 
sion and departure. When a person whose name is on the list is accom- 
panied by a friend, he must sign his own name underneath that of his 
friend preceded by the words “ Introduced by.” 


CXXXIX, 


Removal of Property—No Museum property shall be removed from 
the buildings except upon the presentation of a written order signed by 
the Director of the Museum, the Assistant Director, or the Chief Clerk 
of the Smithsonian Institation. 

The Janitors shall be instructed to detain packages, unless the bearer 
presents a permit signed by some officer whose name is on his permit- 
list. These permits shall be filed. 

These rules do not apply to boxes and packages leaving the buildings 
under the management of the Registrar. 


CXL. 


Approvals.—Requisitions for supplies shall require the approval of the 
chief of the department for which they are needed. 

The written indorsement of the Director or the Assistant Director shall 
be necessary before proceeding with— 
(1.) Any changes in arrangement or decoration of the buildings. 
(2.) Any changes in the use or occupancy of apartments. 
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(3.) Any changes in the duties of Museum employés, except those of 
low grade. 

(4.) Any changes in the installation of cases or other objects in the 
exhibition halls. 

(5.) Any changes in the color or internal arrangement of cases. 

(6.) Any changes in the installation of collections in the exhibition 
halls or the removal of objects. 

(7.) The making of cases, pedestals, trays, labels, blank forms, or any 
other fixtures or appliances of general Museum administration, 

(8.) Any temporary deviation from the provisions of the rules in the 
general orders. 

(9.) Memoranda and requisitions referring to any of the above topics 
may be filed with the Superintendent of Buildings, with the 
Assistant Director, or with the Director. They must not be acted 
upon until properly indorsed. 


DEPARTMENT OF ELECTRIC SERVICE. 
CXLI. 

Apparatus.—The following is a description of the apparatus in the 
Electric Room of the National Museum: One 50-drop annunciator with 
29 telephone connections, of which 9 are connected with telephones in 
the Museum building, 11 in the Smithsonian building, and 9 to instru- 
ments at various outside points, including the eentral office of the tele- 
phone exchange, through which connnection may be had with any part 
of the city ; one 100-drop annunciator to which are connected 300 win- 
dows and 85 doors throughout the Museum building; one 81-drop 
annunciator connected with the doors of the exhibition cases ; one large 
watch clock for recording on paper dials the alarm signals which the 
watchman turns in from the twelve o’clock stations throughout the build- 
ing as he makes his patrol; and one District telegraph alarm box. In 
the Smithsonian building there are nine clock stations, controlled in the 
same manner as those in the Museum building, and also a special tele- 
phone connection with the city. 


CXLIL. 


Duties of Telephone Clerk.—The Telephone Clerk is on duty from 8 
clock a. m. to 4 o’clock p. m., and is to answer all calls promptly, and 
under no circumstances is the Telephone Room to be left unattended. 
A record is to be kept of all calls, giving the names of both the persons 
calling and called, and also of the exact time the call was made. 


CXLIII. 
Duties of Watchman in Telephone Room.—The watchman on duty in 
the telephone room is required to answer all telephone calls, and to 


notify the watchmen in the building of signals on the burglar annunci- 
ator. He is also required to turn in a signal to the night-watch at the 
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District Telegraph Office every hour from 5 p.m. to 8 a.m. In case of 
neglect to do this a messenger is immediately sent to the Museum to 
ascertain the cause, and the fact is reported to the Superintendent the 


next morning. 
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CXLIV. 


Duties of Watchman on Patrol.—The watchman making the rounds of 
the building, which duty occupies exactly an hour, is required to turn 
in an alarm at each of the twelve stations. The time and place are 
registered on paper-dials which are kept on file in the Superintendent’s 
office and renewed daily. 
CXLV. 

Signals.—Signals may be made from the Electric Room upon signal 
bells in various parts of the building. These signals may be answered 
by persons upon the push-buttons, of which there are seventy-eight in 
the building, and the location of which is indicated by a white star. 
The code of signals being for the private use of the officers of the 
Museum, should be kept secret. The code for whistle signals is the 
same as that for bell signals. 


DEPARTMENT OF PREPARATION. 
CXLVL 
Preparators’ Records.—Each Preparator must keep a record book in 
which to enter the name and catalogue number of each article passing 
through his hands, with statement of character of work done upon it 
and length of time devoted to it, name of person from whom received 
and to whom delivered, with dates. 


CXLVII. 


Instructions to Preparators.—Each object sent to a Preparator must 
be accompanied by a memorandum giving its catalogue number and 
name, and with definite instructions as to character of work to be done, 
and to whom to be delivered. 

CXLVIII. 


Importance of Memoranda.—Preparators should insist upon having 
such memoranda, and will be held accountable for failure to obtain 


them. 
CXLIX. 

Duties of Photographer —The Photographer is subject to the rules 
governing the action of Preparators. He shall take such photographs 
as he may receive written instructions for, and shall keep a perfect 
record of the negatives, property of the Museum, under his charge. 
Also one copy of each protograph he makes, arranged in suitable books 
in chronological order. He shall report monthly all work done for the 
Museum. He shall make requisition for such supplies as are necessary 
for the prosecution of Museum work. é 


re 
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APPOINTMENTS, LEAVES OF ABSENCE, ETC. 
CL. 


Applications.—All applications for positions must be made in writing. 
Applications, with the accompanying letters of recommendation, are to 
be filed in the office of the Chief Clerk of the Smithsonian Institution. 


CLI. 


Appointments.—A letter of appointment, stating salary, terms of ten- 
ure, duties, &c., signed by the Director of the Museum, will be given 
each appointee. Appointments to grades lower than grade VI are 
made with the understanding that they are subject to recall at the end 
of each fiscal year. 


CLII. 


Promotions.—Except in cases where the duties of an employé are 
changed to such an extent as to add greatly to the responsibility of his 
position, promotions can only be made at the beginning of each fiscal 
year. With each promotion a new letter of appointment will be issued 
by the Director. 


CLIII. 


Discharges and Suspensions.—Any appointment may be canceled at 
the discretion of the Director. No discharge is valid until the person 
discharged has been notified by a formal letter of discharge signed by 
the Director. Suspension of pay may be made subject to the approval 
of the Director. 


CLIV. 


Leaves of Absence.—Unusual leaves of absence and vacation of officers 
of the scientific staff be arranged by the Director. The ordinary vaca- 
tions of preparators, mechanics, and administrative employés will be 
arranged by the Assistant Director, subject to the approval of the Di- 
rector; those of laborers and cleaners by the Superintendent of the 
Buildings, subject to the approval of the Assistant Director. 


CLY. 


Temporary Employment.—Laborers, mechanics, and copyists may be 
employed by the day at the discretion of the Assistant Director, in car- 
rying out plans approved by the Director. 


CLVI. 


Record of Appointments, &c.—A copy of each letter of appointment, 
promotion, or discharge shall be filed at once in the office of the Chief 
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Clerk of the Smithsonian Institution. On or before the 20th of each 
month a statement of the names and rates of compensation of each per- 
son temporarily employed during the month shall be submitted to the 
Chief Clerk of the Smithsonian Institution. Daily memoranda of action 
shall be submitted. 
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